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INTRODUCTION

The Guidelines for the Conduct of Examinations
 are addressed to the directors
, the teaching staff and the people responsible for examination centres. They aim at providing detailed information and guidelines for the smooth and unobstructed conduct of examinations and the advising of candidates. This booklet, which is sent to examination centres immediately after they have been established by the Centre for the Greek Language, complements the Regulations for the Establishment of Examination Centres. 


The persons responsible for examination centres must study both booklets carefully and in all their details. The same applies to the Guide to the Examinations for the Certificate of Attainment in Greek – which is to be distributed to candidates. The persons responsible for an examination centre should then be in a position to coordinate the examination procedures and to provide the candidates with accurate information.

A note to the persons responsible for examination centres

Throughout the registration period and the period prior to examinations, competent staff should be available to provide information on the examinations, to help candidates with filling in the required forms, to receive applications submitted by candidates and to check the documents required for their registration. These staff members must have been informed and trained by the person responsible for the examination centre.


The person responsible for the examination centre informs candidates on the utility of the certificate, the content of the examination and the teaching aids available, provides them with samples of examination items, which may be ordered from the CGL. It is advisable to order from the CGL a number of related materials in advance so that they can be readily available. 

All material
 is sold to candidates and teachers at exactly the same price as they are bought – adding postage costs only. As is well known, the reproduction of any material published by the CGL is not permitted.


The persons responsible for an examination centre must also inform candidates of the times at which results are posted and to make sure that it is known that results may be obtained at each examination centre and not directly from the CGL under any circumstances. They are also responsible for dispatching in the fastest and safest way the full results (late July) and the certificates (late September). 


All material published by the CGL is copyright of the CGL. No part of the examination papers may be reproduced without written permission from the CGL. Exam papers filled in by candidates as well as cassettes/CDs recorded during the speaking examination and all other materials completed by either the candidates or the examination centres remain with the CGL and are owned by the CGL. A part of these materials remains in the CGL archives while all exam papers are destroyed two years following the examination. Candidates' responses are statistically analysed; the results of this analysis, which may be used for research purposes, make no reference to the identity of either the examination centre or the candidates.

Registration of candidates

For an examination centre to operate at least five candidates must have registered for the examination. In case there are not enough candidates the centre cannot participate in the examination.


Applications for participation in the examination are submitted locally to authorised examination centres and not directly to the CGL. For all levels eligible candidates must be at least 8 years old on the 31st May. Eligible candidates for level A1 for children 8-12 years old are children of foreigners (including those of Greek origin) who are 8-12 years old (are over 8 years and below 12 years old on the 31st May)..Examination centres should advise candidates younger than 16 to avoid taking the examination at levels B2, C1 and C2, because the content of exam items requires knowledge and experience which younger candidates may not possess. Holders of a Greek secondary education certificate (even if earned outside Greece) do not need a Certificate to prove their knowledge of Greek.


Each candidate may take part in the examination for more than one level, provided he has registered for each level. It is stressed that under no circumstances and for no reason whatsoever can the registration fee be refunded if a candidate does not eventually participate in the examination. Moreover, under no circumstances can a candidate substitute for another candidate who does not wish to take the examination.


The CGL, at the suggestion of examination centres, may provide special arrangements for candidates with special needs (e.g. provide more time for the writing examination, or more breaks, etc.). These special arrangements may only be effected after the person responsible for an examination centre asks for them. Such a request must be submitted to the CGL at the same time as the candidates' applications are submitted.

Application

Each candidate fills in the application following the directions provided at each examination centre. The candidate's name is written in capital letters, surname first, in the form is appears on the document of identity. The staff member responsible for receiving the application at the examination centre fills in the candidate's code and at the same time makes this code known to the candidate.

Candidate number: Each candidate who submits an application is assigned a four-digit number, which serves as the candidate code. Numbering starts at 0001 at each examination centre and continues each year at the point where it stopped the year before.

Date of birth: The day, month and year are written in this order; for example 04 09 71 (i.e. 4 September 1971).

Gender: Candidates mark with ( the appropriate box.

Address: Candidates write their home address in capital letters. In case the address for correspondence is different, it should also be included here.

Level of examination: Candidates mark with ( the appropriate box. In case they wish to be examined at more than one level, the relevant boxes are ticked, provided the relevant fee for examination at each level is paid.

The application is not complete unless it bears the date of submission and the candidate's signature.

Candidate questionnaire

Each candidate must also fill in this questionnaire, following the directions provided at each examination centre. The questionnaire, as also mentioned above, is attached onto each candidate's application.


The first part of the questionnaire is filled in by the examination centre. The remaining items are filled in by each candidate.

Greek language classes: teaching hours, provided the candidate has attended an organised course at some institution, are estimated approximately. If the candidate has learnt the language by himself he mentions in the next column ("country and institution") where and how he learnt it.

Books used for learning Greek: to be filled in only in case the candidate has learnt Greek using a textbook.


Candidates must also submit, along with their application, a certified copy of a valid identification document (ID card, passport, driver's licence, etc.). 


After all documents submitted by the candidate are checked, the candidate is given a document bearing his code number, the examination centre title and code, the receipt of documents submitted and the dates of the examination (see Appendix).


At the end of the registration period, each examination centre makes a list of candidates. Candidates' names are written as stated by the candidates, surname first. Other features are also listed (gender: A for male and Γ for female; also the level(s) at which each candidate will take the examination). These documents are sent to the CGL within a week after the deadline for applications, following the procedure described in the Regulations for the establishment of examination centres. Each examination centre should keep copies of all applications.

Guidelines for invigilators

Before the examination begins, invigilators check that each candidate has a valid identification document (passport, driver's licence, etc.). 


Each candidate sits alone. There should be enough space between each desk and desks must be arranged in ways that exclude the possibility of copying the work of other candidates.


The invigilator sits at a point from which he can discreetly supervise each candidate. One invigilator is placed in a room with up to twenty candidates. Under no circumstances does the invigilator leave the room before a substitute takes over. 


There are two CD players in each room – the main and the substitute CD player, to avoid technical problems. The invigilator is familiar with their use.


Only invigilators, candidates and any authorised staff members may enter the examination room. An authorised representative of the CGL may also be present, as long as he bears all necessary documentation.

Written examination items are included in two examination booklets. One contains the listening and reading items and the other the writing examination items. The former is handed out first, and after the relevant examination is completed in the specified time, the latter is then handed out. No candidate may leave the room even if they have finished with the first examination booklet. All candidates leave the room at the same time, after the writing examination has also finished. 

Invigilators caution and remind candidates that:

· throughout the examination no books, dictionaries, copybooks or other papers are allowed. If they wish to make a draft note they may use any blank page in the examination booklets;

· they must use either black or blue pen for the written examination and pencils may be used to make draft notes only;

· the use of correction fluid is prohibited; candidates may simply cross mistakes out.


Invigilators remind candidates of the examination centre code number and each candidate's individual code number; they write the time the exam starts and ends on the blackboard and throughout the examination they write the time every thirty minutes. Ten minutes prior to the end of the examination they should also inform candidates of the time left.


Examination papers are opened in the examination room before candidates, a few minutes prior to the beginning of the examination.


Invigilators point out the number of items in each paper and stress that all items must be answered within the specified time for each skill.


Before the beginning of the examination, candidates are given five minutes to fill in personal information on the first page. Immediately after that, the invigilator announces the beginning of the examination for the listening skill. From this point on, entrance to the examination room is prohibited to any late candidates.


No other announcement is made. Listening to the CD starts and is not interrupted before it finishes. The invigilator may not interrupt or repeat the listening procedure. Listening to the CD stops after the CD signals the end and it is heard that candidates will now proceed to the reading examination.


In case of a misprint or an unclear point in some item, the invigilator must not help candidates. Rather, he should contact the CGL secretariat immediately after the examination is finished and submit a written report.


Following the end of the listening examination, invigilators must complete the lists of present and absent candidates. The letter Π is written next to the names of all present and the letter A next to those absent. The lists are handed to the person responsible for the examination centre along with the examination papers.


If a candidate's name is not included in the list, it is added on at the end of the list. Examination centres may not at this stage make any changes in the candidates' names.


Candidates remain in the examination room until the examination is finished. A candidate may leave the room only under very special circumstances and never unaccompanied by a member of staff of the examination centres.


In case a candidate copies another candidate's work or attempts to exchange information, the invigilator asks him to leave the room and informs the CGL of the incident.


At the end of the examination, invigilators collect examination booklets and arrange them according to candidate code numbers and proceed to check them against the list of those present. All examination materials, whether used or unused, must be sent to the CGL by mail or courier within 24 hours after the end of the examination. If dispatch is impossible for some reason, examination materials are secured in the examination centre. The CGL may refuse to receive any delayed dispatch of exam papers.


CDs or examination papers may not be reproduced. In case the examination centres need to have copies of examination papers these may be ordered from the CGL.

THE SPEAKING EXAMINATION

Ten days prior to the date of the examination lists should be posted in each examination centre which indicate the room(s) in which each candidate is to be examined. Moreover, lists of pairs of candidates should also be posted, specifying the approximate time at which they will be examined in the speaking skill. When compiling the latter lists, the person responsible for the examination centre should take care that candidates to be examined in the same pair are of the same age (as shown on their application forms).

A note to the Speaking examiners and assessors

It is advisable that the oral examination is held on the same day as the written examinations, to avoid any inconvenience to candidates who do not live in the same city as the examination centre. If this is not possible, they should not be held any later than a week after the written examinations. 

The duration of the speaking examination is specified as follows:

	Level
	Duration

	Α1
	10΄ - 12΄ (per pair)

	Α2
	12΄ (per pair)

	Β1
	12΄ (per pair)

	Β2
	15΄ (per pair)

	C1
	20΄ (per pair)

	C2
	20΄ (per pair)


An examiner and an assessor conduct the speaking examination. If, for some reason, the examination has to be conducted by one person only, this person functions as both an examiner and an assessor and the examination only one candidate at a time. In this case the duration is specified as follows: 

	Level
	Duration

	Α1
	9΄ 

	Α2
	10΄

	Β1
	10΄

	Β2
	12΄

	C1
	17΄

	C2
	17΄


Candidates are normally examined in pairs. If the number of candidates is odd, the last three candidates are examined together and the duration is modified as follows:

	Level
	Duration

	Α1
	15΄

	Α2
	15΄

	Β1
	15΄


	Β2
	20΄

	C1
	25΄

	C2
	25΄


The speaking examination is recorded. Recording all interviews is obligatory.

After the examination is finished, the cassettes or CDs are sent to the CGL.

The role of the examiner

The examiner is responsible for the management of the conversation and takes care that each candidate has equal opportunities of expression. He is responsible for recording the interviews and should therefore make sure prior to the examination that a cassette recorder/CD recorder is available, that it works, and that a substitute may be available. Moreover, he should make sure that he has enough cassettes/CDs, provided by the examination centre depending on the number of candidates each examiner has to examine. At the beginning of each cassette/CD the examiner mentions the following points:

· the time and date of the examination

· the name of the examination centre

· the code number of the examination centre

· the examiner's own name

· the assessor's name.

The examiner then begins the examination of each candidate after mentioning first

· the examiner's own name

· the time of the examination

· the candidate's name

· the candidate's code number.


Each candidate's name must be often mentioned throughout the examination. At the end of each cassette/CD the examiner should mention whether the examination of the last candidate(s) is complete or whether it continues on another cassette/CD. The examiner inserts in each cassette/CD box a list of candidates' names whose interviews have been recorded in that cassette/CD. Outside the cassette/CD he writes his own and the assessor's name.


Throughout the examination the examiner uses the examination items provided by the CGL (see Speaking examination items below). Under no circumstances may an examiner examine his own students.


The examiner signs transcripts – and so does the assessor.

The role of the assessor

Prior to the examination the assessor checks the candidates' identity. He assesses their performance and does not participate in the conversation unless necessary. He may also intervene in case a candidate has fewer opportunities of expression and the examiner does not seem to notice. Under no circumstances may an assessor assess his own students.
Candidates are assessed by both the examiner and the assessor on separate evaluation forms.


They make sure that there are enough copies of the transcript page entitled "Προφορική εξέταση" (Oral Interview) depending on the level at which candidates are examined. Each evaluation form is completed and signed by either the assessor or the examiner for each candidate. 


During the examination they check on the relevant list whether each candidate are present or absent. At the end of the examination they mark on the evaluation form each candidate's performance on a 1-5 scale (1 being the lowest and 5 being the highest grade) under each one of the following criteria:

· Grammatical accuracy

· Pragmatic appropriateness

· Pronunciation and intonation

· Vocabulary

· Effectiveness in communication

Grades must be whole numbers. The evaluation criteria of the speaking examination are sent to the examination centres along with the examination material.

If the assessor wishes so, he may discuss his impression of a candidate with the examiner at the end of the examination.

Speaking examination items

In general, the speaking examination should be held in a friendly, relaxed atmosphere and the questions should be part of a conversation in order to reduce, as far as possible, the nervousness and stress caused by the examination. 

There are usually three parts of examination items at each level. Part A contains questions relating to the candidate's identity. Part B includes more general questions on various topics. Part C contains various topics for role-plays or conversations. The examiners do not have to mention the part that the question they ask comes from (Part A, Part B or Part C). Transition from one part to another should be made as naturally as possible. 


There are seven role-play items at levels A1, A2 and B1. The examiner describes each candidate's role and urges candidates to speak to each other. He intervenes when there are difficulties in continuing or completing the roles. In case there is a third candidate present, the examiner adds one more conversation topic or role-play or asks him more questions. 


At levels B2, C1 and C2 there are various conversation topics. Each candidate is given a separate card specifying what he should argue for, even if his actual personal views are different from those on the card. The examiner hands out the cards and each candidate has one minute to read his card. The examiner initiates and supervises the conversation, and may ask questions when the conversation seems to reach an end. In case a third candidate is present, the examiner asks him to listen carefully to the views of expressed by the other two candidates, to recapitulate at the end of the conversation and express his own views on the same topic.


The examiner does not have to ask all the questions found in the examination items. He selects those he considers appropriate for particular candidates. Some of the questions may also be adjusted depending on the candidates’ age.


The examiner may also ask questions which are not included in the examination items but which he considers more appropriate for particular candidates. However, such questions or topics for role-play or conversation must not be totally unrelated to the examination items sent by CGL.

Both examiners and assessors must take care to be objective, i.e. neither too lenient nor too strict.


After the end of the examination, examination items, cassettes/CDs, transcripts and lists of candidates are sealed in an envelope and are sent along with the other examination materials toy the CGL within 24 hours.

APPENDIX

CERTIFICATE OF ATTAINMENT IN GREEK

EXAMINATIONS OF MAY 2014
Information for the candidate
(Filled in by the examination centre and dispatched to the candidate)

	Examination centre:
	

	Examination centre code number:
	

	Examination centre address:
	

	Examination centre phone number:
	

	Candidate’s name:
	

	Candidate’s code number:
	

	
	

	Testing level(s)
	A1 (for children 8 – 12) (
A1  (for adolescents and adults) (
A2   (
B1   (
B2   (
C1   (
C2   (

	Registration fee:
	_____________________  euros




	Documentation submitted by the candidate

	Application
	(

	Questionnaire
	(

	Certified copy of valid form of identification (ID, passport, driver’s license, etc.)
	(


	Date and time of examinations
	Level A1 (for children 8-12):                Time:

Level A1 (for adolescents 
                    and adults):                          Time:

Level A2:                                          Time:

Level B1:                                          Time:

Level B2:                                          Time:

Level C1:                                          Time:

Level C2:                                          Time:


� This booklet is also available in Greek and in French.


� For reasons of “economy” the masculine gender is used in this booklet.


� The structure of  test items, the way in which candidates are examined and a sample of exam items may be found in the Guide to the Examination for the Certificate of Attainment in Greek.
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